2 LHES : AoE.
RABEMME L pomonemare, | NEXEE
SEERIA:
VACANCY ANNOUNCEMENT Closing Date 4 Jan 16
sATA: 16Dec 15
Date of Issue
1E%%E4 Jobtitle (&R Grade _4  /EEEFH/LD_2 ) SE AN | 4 BEEE Area of Consideration
No. of I B MLCIHARERE (#BRM)
Procurement C|erk #2 19 Recruitment | o rent MLC/IHA Employee within Activity
S 1. (X1 ] MLC/IHA it X B (R EEM)
LS Current MLC/IHA Employee in commuting distance
REsR  Oier | ORRR  DERR | | e i HEE )
Administrative  Blue Collar Trade Security Medical IV. [J 4+&F Off Base Applicant
2. EREX Activity
Navy Exchange Yokosuka
Facilities/Maintenance Department E>D.E}¥J DFELR Type of Employment
MLC
BhF5I5 P Working Place: #4787 iHBT Tomari-cho, Yokosuka X .:IEA CIHPT
3. B 5B Work Schedule (3B_40  BFREIH hraw) X EA Pgrmanent
£)7% B Work Days: 5 days/week [1 BR%E Limited Term (_» A Months )
£h758ERS Work Hours: 0730-1615
{A &8 Recess Period: 45 min/day
] % #h Night Shift X %% Overtime  [X] 43k Business Travel

6. B FEAN A Duties

See the attached task list.

7.EBEH. BAEEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience in any field or completion of 4-year college/university in any
field.

b. Knowledge of operations and procedures in facility maintenance field.

¢. Knowledge of customer service concepts and practices.

d. Skill in operating personal computer applications such as Microsoft Office Word, Excel, Power Point and other general
automated software.

e. Ability to establish and maintain order records.

f. Ability to make mathematical computations and operate a 10 key calculator.

g. Ability to speak, read, and write English at average proficiency level (LD-2).

h. Ability to speak, read, and write Japanese at fluent level.

* Handicapped applicants may be accepted, depending on the degree and kind of disability.

FEE H7 English Language Proficiency : [ JWAZEZE L None [_|#)#% Basic DS #R Intermediate [_]_E#& Advanced [ 4FER D EE ] Exceptional

%2 FE Educational Background : 7/8 #8588 See blocks | #2EFEE. 18 T &l License/Certificate Required : 7/8 ##£ B8 See blocks 7 & 8
7&8




AR

= L .
8329 %+ ® Application and Associated Documents Working Condition

*[X] 22 R I35 F#E Application for Vacancy Announcement Works on weekends/
*[X] SR #EEEE Resume of Specialized Work Experience holidays if needed.

*MEE AL Complete * in [X] #FE T English

X RiEFBRENEAXRBETEHHE L TWLSAIKL. THKICET SEREK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] EExsu I DS L Copy of Driver's License

[ 1&TEESIBAZ D E L Copy of Certificate

X EEBEDREHN ZFFIBAT 5 £ DD E L Certificate of English Proficiency (Copy)

X 82MHUIFZEfF L. WEFEDEHERES FRT-KAZEVRIEAEHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

X BAREELUNDAIX, EEH— KRV /SRKR— FESED 3 E— For non-Japanese citizen
applicant, copy of Residence Card and Passport/Visa Copy

9. EEERH% Office to Submit

REEEE (B MLC/IHARRER) ENABMIEEE GEEXER) TR, REESRHAENEVEY, LREMERIME
HEEXDELVE, SERHELTT S, BEMBUBLE,. Office to submit job application documents is
different for Current MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application
documents to the right office. Applications must be received by the closing date of the Vacancy Announcement.

GCEE) LREEE4BD “‘BEHEA" KB MLCIHARERBEDADIZEE . NEBEESE GEEXRA) hoOLEEHEE
EMERYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABREE (B MLC/IHAfEXR) RHE CRiBEBRAREMBRAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
HME)EHEBEE A 1 &Hih 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEEHEEEMEMEFANEZER 1. BARAZELBRETROTORICASCSERD EFECEIREE] NERE
LTHYFET., EHFHIOB600KELY.,. FROB00FET DR NDICEEHDRENAETT,

Job Application Drop Box is available for submission of job application documents from 0600 to 1800 daily, which is
installed to the wall immediately below the JN Vacancy Announcement Bulletin Board (1* fl.) in the office located on the left
side of the main gate to the Yokosuka Navy Base.

2. NEBREE EREER) RHEE Off Base Applicants must submit to:

T238-0011 T238-0011

HE)EEBAETRAER 1-6 F3EIL 4B Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
R)EIBESEHBEFTHFEEREMAEXE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEFE—R Management #1 Section

BEEE S Phone 046-828-6959

2R - AIE—&BE. 0830-1730 K (AADERZEMKR<). EREFHFOCEREILLICEELELET S,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. EFENIEF For Official Use

FLAEIREY  Activity POC : NEX Personnel EE (DSN) : 243-5149

&%NO': NEX-FMD- PD is accurate and current. Certified by Activity: mk | HRO: (rcvd: 12/9) au 12/10 JO12/15

SHEEEZHREZ L TWEWNMEE EEORRICHEY £ A, Incomplete applications will not be considered.
RHESNEIEEEMEIEEIRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BAER{E#EIZDOLT

AUTHORITY Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

EE RETTEERS 10450,9397 ; RO BAE - EANFRORECET 5:EF (Fr1 5EXFEER+HES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FHH: NFDLd, 2, UEORELAEBXREOEXBOXTEENE LT, BEAERELRT 54,

R ERIEIETFER. L LJFETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAEM: FEMOERILELR., B CERGCENEREZHNT 54,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1EHEFR: EAFROFREIERETTD. ERSINEREZRE LGN ST-BE. TOROFHREDHIT, Eh. HAHULIIHE
LEBEABYET,

Format Rev: 5-30-14

Task List

Identifies, selects and issues tools, parts, materials and supplies; recommends possible substitutes and
interchangeable utilizing catalogs and bulletins.

Prepares, maintains and distributes merchandise transfers.

Maintains stock control cards and supplied for merchandise from vendors or manufacturers. Receives
opens, inspects and counts merchandise from warehouse. Prepares storage locations for items purchased
for authorized projects; logs in and places items in bins and arranges on shelves. Notifies requestor of
receipt of merchandise. Obtains signature for merchandise transfer, issues and deletes merchandise from
appropriate records. Accounts for merchandise in stock and/or transferred items.

Conducts periodic inventory of supplies and tools on hand and advises supervisor so that corrective action
may be taken. Determines when tools and equipment should be routed to appropriate shops for test and
repair.

Records merchandise to maintain adequate stock. Also, prepares and processes purchase orders for parts
and accessories for use in repairs, modification of buildings and equipment, bases on specific requests
from maintenance personnel.

Participates in taking physical annual inventory of fixed assets; and in insuring that the work area if
maintained in order and clean condition.

Completes and maintains fixed asset record cards. Posts cards such data as nomenclature and other
pertinent identifying information such as location of each piece of equipment, and assigns fixed asset
number. Updates stock record cards as required, and files all pertinent records and data.

Completes fixed asset documents such as purchase orders, receiving reports, transfer vouchers, and
charger or credit vouchers. Obtains necessary signatures. Takes necessary action to correct errors,
omissions and discrepancies occurring on records or reports. Issues numbered tags for fixed assets and
removes those no longer required.

Performs other related duties or incidental duties as assigned.




